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MEMORANDUM FOR:  Office Hends snd Staff Chiefs of the Agency

ATTERPTOY ¢ Training Iinison Officers
SUBTECT 2 Training Requirements for Py 1954 Reviged ond Fy 1955

Projected

L, In order that the budget estimates for training for Fy 1954 and
Fy 1955 may be prenared, it is requested that your Office or Staff furnish
to the Office of Training, by 1 June 1953, a statement of your training re-
quirements for these two fiseal years.

2. Attached hereto is a astatement, of exnenditures ineurred Ly the Of-
fice of Training on your behalf in ¥y 1943 (enclosure #1), This Office has
observed that in many instauces there was a lack of corresnondence between
the trainine requirements stated and the actual training requested, and
that to that extent, the budpet estimaite vas faulty., In view of the cloge
scrutiny which is given to budget estimates for training and of the neces-
sity for this Office to defend vach 1tem on' the Ageney training budgct ce-
timate, it is requested that your statement of requircments be prepaerced as
carcfully and as accurately as possible, Such statements are also noces-

o sary for the planning and development of programs for which requirements
- have been indieated but which are not currently in being,

3. In order that the training requirements stated by the various Of.
fices and Staffs of the Leency will have comparability, this Office has deo-
veloned the following refercnecs to be used in the nreparation of the state-
ment of training requircuents:

'3 . Iy}
8. Categorics of training programs (enclosure #2),

b, List of areas, countries, and meojor languaces, to he
used in stating arcs and langunge requirements under
categories of training nrograms (enclosnre #3).

c. Sample rcouircments statement setting forth the de-
sired format to he used by cach Office or Staff in
submitting requirements to the Office of Training
(enelosure #4).

4. The categories of training prosrams (enelosurc #2) have been
designed to nrovide flexibility in mecting Ageney training requirenents,
Each Office or Staff may inelude such additional Drograms as may be ncces-
sary to make adequate statemints of training recuirements, In such cases,
care should be taken to express the troining obicetive for each added nro-
gram as nrecisely as possible in order to assist the Office of Training in
making adenuate cost estimates,
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5. 1t is requested that the statements of requirements be prerared
in s summary form for each Office or Staff, in accordunce with the samnle
requirements statement (enclosure #4).

6, Should any problemd or guestions arise in the vroparation of
our statement of requirements, they mey be referred to
Chief, Plans and Policy Staff, extension 3531,
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MATTHRW BATHD
Director of Traiuning

Enclosures 1 ~ 4
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